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The following Step-by-Step Guide will outline the steps applicable to completing a Job Level 

Determination in DOB NOW: Build. 
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Overview 

This step-by-step guide will provide applicants with a systematic understanding of how to complete a 

Job Level Determination or Appeal request in DOB NOW: Build. The DOB NOW: Build system is an all-

inclusive, integrated system for Job Filings, permits, and submitting requests.  DOB NOW: Build is a one-

stop-shop (System).   

Requirements 

• Determinations must be filed on a specific Job.   

• A Job Level Determination request cannot be initiated if a DOB NOW Job Filing is in any of the 

following statuses: 

o CO Issued 

o Filing Withdrawn 

o Full Demolition Signed Off 

o LOC Issued 

o On Hold – Applicant of Record Withdrawn 

o On Hold – Pending Withdrawal of Applicant of Record 

o  On Hold – Pending Supersede of Applicant of Record 

• If the job is a BIS Job, the Job Level Determination can be initiated from any status except LOC 

Issued or CO issued. 

• Only one Determination or Appeal Request may be filed on a Job Number. 

• The Job Filing must be Standard Plan Review.    

• Requests can be submitted by the Job Filing Applicant of Record or Alternate Contact on the 

Determination or Appeal Request.  

• There is a fee for Job Level Determinations or Appeals. The fee does not apply to 1, 2, or 3 

Family Houses. Nonprofit organizations, Government Owners, and HPD Affordable Housing is 

also exempt from these fees.  

o Determination : $1,000  

o Appeal of Determination: $2,500 

o Second Appeal of Determination: $2,500 

o BSA Review: No fee 
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SYSTEM GUIDELINES 

1. Fields with a red asterisk (*) are required and must be completed. 

2. Grayed-out fields are Read-Only or are auto-populated by the system. 

3. Depending on the size of your screen or browser you may have to use the scroll bar to view more 

options or full fields. 

 

 

ADDITIONAL HELP & INFORMATION 

1. Video Tutorials: DOB NOW YouTube Channel: https://www.youtube.com/user/NYCBUILDINGS 

2. Presentations & Sessions: https://www1.nyc.gov/site/buildings/industry/dob-now-training.page 

 

  

https://www.youtube.com/user/NYCBUILDINGS
https://www1.nyc.gov/site/buildings/industry/dob-now-training.page
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Log into DOB NOW: Build 

Follow the steps below to access DOB NOW: Build and initiate a Job Level Determination. 

Step Action 

 
 In order to log in to DOB NOW, you must be registered for eFiling. 

Additionally, DOB recommends that you turn off pop-up blockers to successfully navigate within 

DOB NOW. 

For Step-by-Step instructions, please submit a question to www.nyc.gov/dobnowhelp or refer to 

the following links: 

◼ How to Register for eFiling: 

https://www1.nyc.gov/assets/Buildings/pdf/registration_tip_owners.pdf 

◼ How to Turn Off Pop-up Blockers: https://www1.nyc.gov/assets/Buildings/pdf/allow_pop-

up_blockers.pdf 

1.  Access the Internet. 

   

2.  Enter www.nyc.gov/dobnow in the URL field at the top of the browser window. 

 

3.  Press Enter on your keyboard. 

http://www.nyc.gov/dobnowhelp
https://www1.nyc.gov/assets/buildings/pdf/registration_tip_owners.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
https://www1.nyc.gov/assets/buildings/pdf/allow_pop-up_blockers.pdf
http://www.nyc.gov/dobnow
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Step Action 

 
The DOB Login page displays. 
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Step Action 

4.  Enter your Email and Password. 

 

5.  Click Login. 
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Step Action 

6.  The DOB NOW Welcome page displays.  

 

You are now logged into DOB NOW. Continue to the Requesting a Job Level Determination step by step.  
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Requesting a Job Level Determination 

Follow the steps below to request a Job Level Determination or Appeal. 
 

Step Action 

1.  
From within the DOB NOW Public Portal main dashboard, click on DOB NOW BUILD. 

 

2.  
Then click on the New Building / Alteration / No Work option. 
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Step Action 

3.  Click the + Determinations menu and choose Determination. 

 

 

4.  ▪ For Determination Type select the appropriate Determination Sub Type (Job Level). 

▪ Enter the appropriate Job Filing number, then click Proceed. 
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Step Action 

5.  Fill in the necessary information for the following sections on the General Information tab: 

▪ Stakeholders (Applicant will be auto filled; enter information for required Additional 
Contact) 

▪ Determination Details  

▪ Description of Request 

Click Save. 

 

6.  Click OK to the Notification window. 
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Step Action 

7.  Fill in all of the required information on the Request Details tab then click Save. 

 

8.  On the Documents tab, click +Add Document to upload the necessary documents.  
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Step Action 

9.  Name the Document and choose the appropriate Document Type. Browse to the document, click 
Choose File, and lastly click the Upload button. 

If Yes was selected in response to the “For HPD Affordable Housing?” question, the applicant is 
required to upload the HPD Document. 

If Yes was selected in response to the “Fee Exempt?” question, the Applicant must upload proof. 

 

10.  Click OK to the Notification window. 
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Step Action 

11.  On the Statements and Signatures tab the Applicant of Record must check the box in the Applicant 
Attestation section then click Save and then Submit. 

 

12.  Click Save then click Submit. 

 

13.  Using the navigation bar at the top of the window, click the Next button to go to the last page. 

 

14.  At the bottom of the last page, click the checkbox and then click the File button to complete the 
process.  
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To view the Response Document, from the Determinations & Appeals dashboard click on the 
Burger icon located within the side bar located on the left side of the screen and then select 
Determinations & Appeals. 
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Step Action 

Click on the View icon within the same row as the filing or double click along the row. 

 

The filing will open. Located within the tool bar of the filing will be the Print Response Document 
button which will allow the user to view and print the response document. 
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Step Action 

15.  After a decision is made, if users wish to file an Appeal, they can do so by choosing Appeal from 
the Select Action drop-down on the Determinations & Appeals dashboard. The form for submitting 
an appeal is identical to that for submitting a Determination.  

 

Alternatively, you may also file an appeal by clicking on the +Determinations button and selecting 
Appeal from the dropdown menu. 

 

16.  After selecting Appeal from the dropdown menu, the New Appeal Request screen will appear 
where you may search by BIN or Job Filing Number. 

 



                                             DOB NOW: Build – HOW TO FILE JOB LEVEL  

DETERMINATIONS & APPEALS   

 

DOB NOW: Build ◼ Job-Level Determinations & Appeals ◼October 2023  17 

Step Action 

17.  A list will appear with all Determinations and Appeals for the selected Job Filing or BIN. Use the 
Select Action drop-down list to select Appeal from the most recent filing.  

 

The rest of the Appeal process is identical to the Determination process.  

You have now completed the How to File an Objection-Level Determination or Appeal step by step. 

 


